
 

6. Updating your waitlist(s) 
 
 
If you are required to do waitlist updates, then you will need to record the 
outcomes of those updates on the waitlist. Note: This guide assumes that a client 
may be on more than one waitlist at this property, or that the applicant may be on 
waitlists at several properties managed by this one office.   

 
1. Go to: http://www.housingworks.net or http://www.housingworks.com  
2.  Click the link: “Enter HousingWorks” 
3.  Click the link:  “Registered Housing Provider”  
4.  Enter your ID and password. These are found in the document: “1. How to Start 

HousingWorks: Office Set-up” which should be on file in your site office and at the central 
management office, if there is one.) 

 5. You will see the following webpage:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Enter a client’s SSN, OR the client’s control number, OR the client’s last name and 

birthdate, and then click the “Update Application Status” button (red arrow points to it in 
above picture.   This takes you to the last step: 

 
 

- Page 2 shows you the last step if you only intend to update the info for just a few clients. 
 

- Page 3 after that shows you the last step if you are updating an entire waitlist, or lots of clients. 
 
 
 
 
 



7a. LAST STEP: If you’re updating the information for only a few clients:  
 
The details about the client’s waitlist info will appear on a webpage – you’ll see all the 
client’s contact and income information, plus information about the waitlists they are on.  
You can now update or edit any or all of the applicant’s waitlist information on that resulting 
page.   
 
Be sure to hit the “Update Status” button located at the bottom of the webpage, when you 
are done – this saves your information permanently. 

 
 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



7b. LAST STEP: If you’re updating the information for a lot of clients:  
 

First do some helpful “set up” your computer: 
1) You’ll need a calculator If you use the one on your computer, add it to the START 

menu of your computer. (Find it via: START/All Programs/Accessories/) 
2) You’ll need notepad.exe, a small software on your computer. Add it to the START 

menu of your computer.  (Find it via: START/All Programs/Accessories/) 
3) Open the Notepad file, and place it up in a corner so it’s easy to see both the waitlist 

information on the website, AND the notepad file. In the notepad file, type any 
common phrases you will be adding to the NOTES field for each client: this will be 
phrases like:   08/15/07: DNR to WL update (did not respond to the waitlist update 
letter mailed on Aug 15, 2007). You will then be able to copy these phrases to your 
mouse, and paste them for hundreds of clients, avoiding the trouble of having to type 
the same darn phrase over and over again. (below, see how the notes window is 
pasted on top of the internet explorer window.) 

4) Now you can edit the client’s contact or information, AND ALSO you can edit the 
multiple waitlists they are on. They should have same control number for all waitlists! 
Also they NOTES field can be the same or different for each waitlist; generally it’s a 
good idea to have the same notes in each waitlists, because your annual or monthly 
reporting should contain all these notes. Be sure to hit the “Update Status” button 
located at the bottom of the webpage, when you are done – this saves your 
information permanently. 

 
 

8.  You may need to update the unit size or waitlist, based on the applicant’s response (larger family, new 
income level, etc).You may need to type some text in the “Note to Advocate” box. You will need to 
type one of the Waitlist codes into the “Preference” or “Outcomes” field (see 3. Waitlist Codes and 
Keyboard Shortcuts) Do not use any other codes or make up your own codes.   

 
 
 
 
 
 
 
 
 

 


